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Iris —

Please find the DRAFT Cleaning plan referred to as “Fresh Return Initiative” (FRI) that we have
established a TEAMS group that I just added you as a member. The two documents are files shared
within the TEAMS and we had a meeting with ISMB to ensure their review and tweaks for Records
Management. We also recommend this FRI be an MSD Learning Series outreach that is hosted by
FGAMB and ISMB educate and answer questions.

will work on a separate DRAFT schedule and add to the TEAMS files. Thank you, Sharon

R4's Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices and workstations.
During our two-year remote working status, private spaces (offices/cubicles) need dedicated attention to
cleaning and decluttering. This initiative improves access for building management cleaning and
exterminating while ensuring our return to a fresh and safe work environment. MSD will coordinate with
Division/Office representative(s) for their respective employees/locations.
https://teams.microsoft.com/l/team/19%3aR_GT38xO7XNyIs5 8g-
majOHZIxw0QVF4GJZpHVdv-Q1%40thread.tacv2/conversations?groupld=1fftb8ca-2a9b-4500-
a834-461ab0096d05&tenantld=88b378b3-6748-4867-act9-76aacbecaba?

Thank you,

Sharon E. Weeks

Designated Official Alternate | Occupant Emergency Coordinator
Sam Nunn Atlanta Federal Center
Atlanta Federal Executive Board | https://atlanta.feb.gov/emergency/

U.S. Environmental Protection Agency (EPA) - Region 4
61 Forsyth Street - Atlanta, GA 30303

DA weeks.sharon@epa.gov | B (404) 562-8160 | & (678) 206-9429
Local weather
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ROLES & RESPONSIBILITIES

“CHECK LIST”



DRAFT

Overview: 

R4’s Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices and workstations. During our two-year remote working status, private spaces (offices/cubicles) need dedicated attention to cleaning and decluttering. This initiative improves access for building management cleaning and exterminating while ensuring our return to a fresh and safe work environment. MSD will coordinate with Division/Office representative(s) for their respective employees/locations.   



Do: 

· Identify Division/Office representative(s) per Division and/or respective floor(s).

· Identify designated location(s) (cubicle/office number(s)) for staging: 

· EPA provided cleaning supplies

· File storage 

· Archive Record boxes 

· Surplus Accountable Property

· Coordinate all surplus property with Division/Office Custodial Area Officers for proper tagging and coordination with FGAMB’s FESS Property Management Team. Stage labeled property in designated staging location per floor.

· Coordinate all file staging and records archiving with ISMB’s Records Management Team for proper tagging and coordination. Stage labeled boxes in designated staging location per floor.

· Recycle in the designated Recycling Rooms (located East side) per floor for EPA laborer contractor’s daily collection.  Specifically includes: 

· Recyling bins (paper, old batteries, broken down boxes/cardboard)

· Office supplies (notebooks, clips, whole punchers, etc.) placed shelves.

· Ensure work surfaces are cleaned, using EPA provided cleaning supplies from designated staging area(s). 

· Remove personal items (food, plants/potting soil, etc.) and/or discarded in designated trash receptacles.

· Ensure cubicles/offices are cleared of excess paper, boxes on/under worksurfaces. 

· Return recycling bins to the floor Recycling rooms for daily empty/return by EPA contractor staff. 



Do Not: 

· Block main egresses (corridors, entrances/exits, stairwells, restrooms)

· Bring in cleaning supplies; approved EPA cleaning supplies from designated staging area(s)

· Dispose of food/plants/soil in paper recycling bins 
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Proposed Schedule 



DRAFT





Overview: 

R4’s Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices and workstations. During our two-year remote working status, private spaces (offices/cubicles) need dedicated attention to cleaning and decluttering. This initiative improves access for building management cleaning and exterminating while ensuring our return to a fresh and safe work environment. MSD will coordinate with Division/Office Representative(s) for their respective employees/locations.   



Week Per Floor



		FLOOR(S)

		DATES

		DIVISIONS/OFFICES

		REPRESENTATIVE(S)



		10

		March 7-11

		LCRD/ECAD

		



		11

		March 14-18

		SEMD

		



		12

		March 21-25

		ARD/ECAD/OIG

		



		13

		March 28 – April 1

		ORC

		



		14

		April 4-8

		ORA/MSD/ECAD

		



		15

		April 11-15

		WD/ECAD

		



		9 & 16

		April 18-22

		MSD/CID/ORA

		



		Contingents

		April 25-29
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FLOOR ( S )  DATES  D IVISIONS/OFFICES  REPRESENTATIVE ( S )  


10  March  7 - 11  LCRD/ECAD   


11  March 14 - 18  SEMD   


12  March 21 - 2 5  ARD /ECAD /OIG   


13  March 28  –   April  1  ORC   


14  April 4 - 8  ORA/MSD /ECAD   
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9   & 16  April 1 8 - 22  MSD/CID /ORA   


Contingent s  April 25 - 29    


    


   



‘ FRESH RETURN INITIATIVE -

R4's Re-entry preparations will begin with a Fresh Return Initiative across all floors, offices












